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Goals of training

To define “subactivities.”

To learn how to set up subactivities in PEDS.

To learn how to edit subactivities in PEDS.

To learn how to delete subactivities in PEDS.
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Subactivities
Definition

An optional, expanded list of direct service activities 
that allows more detailed tracking of services and 
activities provided by a funded program. 

What should I know about the subactivities feature?
Currently, PEDS contains 2 subactivities lists, customized 
with activities relevant for the Special Needs Project and 
Power of Preschool initiatives.
County Commissions and funded programs may elect to 
use some or all of the subactivities available on each list.
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How do I add subactivities to a 
funded program’s list of direct services?

Click Funded 
Programs.
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Subactivities Setup 
Selection at the County Commission level

Select the funded program for which 
you wish to add subactivities. 

Click Subactivities.
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Subactivities Setup 
Selection at the County Commission level

Select a Subactivity List
from the drop-down menu.

The funded program does 
not have to be part of an 

initiative to use the available 
lists of subactivities.
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Subactivities Setup 
Selection at the County Commission level

Click Add.

The Check All button 
selects all activities.
The Uncheck All

button deselects all 
activities.

Select all activities to be 
added by clicking 

applicable check boxes.
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Subactivities Setup
Selection at the County Commission level

This fraction indicates that 3 out of 39 possible 
subactivities have been selected from the 
Special Needs Project subactivities list.
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How do the subactivities appear in the 
Direct Service data screens?

The Direct Service Activity 
Information screen now shows 
the 3 selected subactivities as 

activity options.
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How do I edit subactivities at the 
County Commission level?

Select the funded program 
you wish to edit. 

Click Subactivities.
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Subactivity Setup
Editing subactivities at County Commission level

Select a Subactivity List
from the browser.

Make any necessary 
changes.

Click Edit.
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How do I delete subactivities at the 
County Commission level?

Select the funded program 
you wish to delete. 

Click Subactivities.
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Subactivity Setup
Deleting subactivities at County Commission level

Select a Subactivity List
from the browser.

Click Uncheck All
to remove the 

Subactivity List. 

Click Edit.
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How do County Commissions enable funded 
programs to select their own subactivities?

Select Allow Funded 
Program to Edit 

Subactivities checkbox.

Select the funded 
program for which you 

wish to add subactivities. 

Click Edit.
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Subactivity Setup
Selection at the funded program level

Click 
Subactivities. 

Select 
Program Setup tab.
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Subactivity Setup
Selection at the funded program level

Select a Subactivity List
from the browser

Click additional 
activities.

Click Edit.

The grayed out check boxes 
that were selected at the 
County Commission level 

cannot be deselected at the 
funded program level.  
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How do I edit subactivities at the 
funded program level?

Click 
Subactivities. 

Select 
Program Setup tab.
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Subactivity Setup
Editing subactivities at funded program level 

Select a Subactivity List
from the browser.

Make any 
necessary 
changes.

Click Edit.

The grayed out check boxes 
that were selected at the 
County Commission level 

cannot be deselected at the 
funded program level.  
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Click 
Subactivities. 

Select 
Program Setup tab.

How do I delete subactivities at the 
funded program level?
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Subactivity Setup
Deleting subactivities at funded program level

Select a Subactivity List
from the browser.

Click Uncheck All
to remove the 
Subactivity List 

Click Edit.

The grayed out check boxes 
that were selected at the 
County Commission level 

cannot be deselected at the 
funded program level.  
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Subactivity Setup
Applicable Reports with “subactivities” filter

To view all reports, 
scroll down.
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Subactivity Setup
Applicable Reports with “subactivities” filter
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Subactivity Setup
Example of report filter

Choose a subactivity from 
the drop-down menu.

The filter runs a report for 
a selected subactivity.  
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Subactivity Setup
Summary of data entry at County Commission level

To Add Subactivities
Click on Funded Programs in the 
County Commission main menu.
Select the funded program to edit.
Click Subactivities.
Select a Subactivity List from the 
drop-down menu.
Select applicable check boxes.
Click Add. 

To Edit Subactivities 
Click on Funded Programs in the 
County Commission main menu.
Select the funded program to edit.
Click Subactivities.
Select the Subactivities List from 
the browser or the drop-down menu.
Enter desired changes.
Click Edit.

To Delete Subactivities
Click on Funded Programs in the      
County Commission main menu.
Select the funded program to delete.
Click Subactivities.
Select the Subactivities List from the 
browser or drop-down menu.
Click Uncheck All.
Click Edit.
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Subactivity Setup
Summary of data entry at funded program level

To Enable Funded Programs to 
Select Subactivities

Click on Funded Programs in the 
main menu.
Select the funded program to edit.
Select Allow Funded Program to 
Edit Subactivities checkbox.
Click Edit.

To Add Subactivities
Select Program Setup tab in the 
funded program Main Menu.
Click Subactivities.
Select a Subactivity List from the 
browser or drop-down menu.
Select applicable check boxes.
Click Edit.

To Edit Subactivities
Click on the Program Setup tab in the 
funded program Main Menu.
Click Subactivities.
Select Subactivities List from the 
browser or the drop-down menu.
Enter desired changes.
Click Edit.

To Delete Subactivities
Click on the Program Setup tab in the 
funded program Main Menu.
Click Subactivities.
Select the Subactivities List from the 
browser or drop-down menu.
Click Uncheck All.
Click Edit.
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